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The Calais Town Hall is available for Town business, cultural activities, public, and private functions. 

The Town’s intention is to provide a venue for a variety of community activities and to maintain the 

historic integrity of the building. Users are expected to follow all guidelines outlined and in the “Calais 

Town Hall Usage Policy,” adhere to the terms of this Agreement, and behave as good neighbors. 

This Agreement, dated ________/__________/_________, is by and between The Friends of the 

Calais Town Hall (hereafter “Friends”) and ___________________________                             , 

(hereafter “User”). This Agreement is not transferable or assignable to any other person or entity. 

In consideration of the mutual covenants and conditions herein, the parties agree as follows: 

1. FACILITY 

The Friends grants a license to User to use The Calais Town Hall (hereafter “the Facility”) for the Event 

and time period contained herein. User’s rights under this Agreement include use of the following areas 

as noted with an X below. 

 

__ Second floor stage and seating areas (along with access to main floor restrooms) 

__ Main floor kitchen area (used as a serving area only, not for the preparation of meals) 

__ Main floor commons area for dining or other use(s) as described below: 

__ _______________________________________________________________ 

__ _______________________________________________________________ 

__ _______________________________________________________________ 

2. OCCUPANCY 

Occupancy of the Facility shall be limited to 130 persons, including User’s employees, agents, 

contractors, licensees, guests, and invitees. 

3. EVENT DESCRIPTION 

User is granted a license to use the Facility for the following described event and no other purpose: 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

User understands that Friends does not warrant or represent that the Facility is safe and suitable for 

User’s purposes. User expressly acknowledges for itself and for all persons who will be utilizing the 

premises and Facility in connection with User’s purposes that Friends is providing the premises and 

Facility on an “as is” basis. 
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4. DATE(S) and TIME(S) OF USE 

Such Event will take place on the following date(s) and time(s): 

Date: ___/___/___  Start Time: _______   End Time: _______ 

Date: ___/___/___  Start Time: _______   End Time: _______ 

Date: ___/___/___  Start Time: _______   End Time: _______ 

Date: ___/___/___  Start Time: _______   End Time: _______ 

Date: ___/___/___  Start Time: _______   End Time: _______ 

Date: ___/___/___  Start Time: _______   End Time: _______ 

Date: ___/___/___  Start Time: _______   End Time: _______ 

Date: ___/___/___  Start Time: _______   End Time: _______ 

Date: ___/___/___  Start Time: _______   End Time: _______ 

Date: ___/___/___  Start Time: _______   End Time: _______ 

Date: ___/___/___  Start Time: _______   End Time: _______ 

Date: ___/___/___  Start Time: _______   End Time: _______ 

Please allow for set up and clean up in the specified time frame(s). 

5. TERMS OF FACILITY USE 

The User understands and agrees to the following terms of use: 

• All activities on the grounds and premises of the Facility must be conducted in accordance with 

the “Calais Town Hall Usage Policy.” User acknowledges that they have read and have access to 

the “Calais Town Hall Usage Policy” and agree to abide by the terms of said Policy. 

• Rental of the Facility is also subject to the “General Terms and Conditions of Calais Town Hall 

Rental.” User acknowledges that they have read and have access to the “General Terms and 

Conditions of Calais Town Hall Rental” and agrees to abide by these terms and conditions. 
• The sale, possession, consumption, and use of tobacco, marijuana, and illegal drugs are 

forbidden in the Facility and on its grounds (parking lots, walkways, etc.). 

• Animals are not permitted inside the Facility except for duly authorized service animals. 

• No signs or temporary structures may be placed on the premises without obtaining advance 

written approval from the Friends. Any signs or temporary structures placed on the premises by 

User shall be promptly removed by the User at the end of the Event. 

• The Facility, its appurtenances, and any equipment contained therein may not be injured, 

damaged, marred, or defaced in any way. Nails, hooks, tacks, tape, or screws shall not be driven 

in or affixed to any wall or other part of the Facility. 

• User agrees not to modify, alter, or disturb Town owed equipment and systems including, but not 

limited to, thermostats, timers, electronics, lighting, security, and maintenance gear. 
• Use of the piano, sound/light gear, and other property or equipment owned by the Friends is not 

necessarily granted by this Agreement. Use of this equipment is subject to separate written 

agreement with the Friends (see Rental Application and Fee Schedule Worksheet). 
• Thes use of extensions cords or powers strips are subject to approval by the Event Coordinator 

and must be UL rated. Extension cords may not be run through walls, doors, hallways, or 

walkways. Extension cords and power strips must be protected from physical impact and 

damage. These devices are designed for temporary use, may not be substituted for permanent 

wiring, and must be unplugged after each use. Equipment connected to an extension cord or 

power strip must not exceed the UL approved ratings of the power extending device. 
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• In accordance with the Post Event Cleaning Checklist, User is responsible for cleaning the 

Facility, parking areas, and grounds immediately after the Event. This includes but is not limited 

to sweeping the floor(s), removal of all trash and recyclables, washing all dishes, wiping kitchen 

counters and tables, and returning all furniture that was moved for the Event to its original 

locations. The User’s cleaning and security deposit(s) described in items 10 and 11 below (and 

elsewhere in this document) will be subject to forfeiture if the Friends are not satisfied that these 

terms and conditions have been met.  

• Use of the Facility shall not create any nuisance or disturb the quiet enjoyment of anyone using 

or occupying adjacent properties and facilities. 

• User is responsible for the cost of all repairs to the Facility required as a result of damage caused 

by User or User’s employees, agents, contractors, licensees, guests, or invitees. 

• For all Events involving minors (persons 17 years or under), there shall be at least one (1) adult 

over 18 years of age on-site for every five (5) minors in attendance for the duration of the Event. 

• Unless otherwise approved, no one will be allowed in the Facility outside of the designated 

date(s) and time(s) of the event(s). All activities shall conclude by 11:00 PM (including cleanup). 

• No music shall be played after 10:00 pm. 

• The Facility is designed to be accessible. Signage denoting accessible parking and entrance to 

the Facility is located at the southeast corner of the building. An interior lift provides access to 

the second floor and stage area of the Facility. Use of the lift is exclusively reserved for people 

who cannot access the second floor using the stairs. 

User also understands and agrees that (i) they are responsible for all actions of their participants and 

guests; (ii) any person(s) in violation of the foregoing terms of use will be expected to immediately 

vacate the Facility; and (iii) Friends reserves the right to immediately terminate this Agreement and 

User’s use of the Facility in the event of any violation of the foregoing terms of use without liability to 

Friends. If User’s use of the premises and facilities involves participants who are minors (including the 

minor children of participants), then User shall be responsible for the safety of all such minors and shall 

place such minors under the constant supervision and control of a responsible adult. 

6. PARKING 

• Parking to accommodate the maximum occupancy of 130 people is limited to 73 spaces: 

➢ 13 vehicles in the graveled lot on the east side of the Hall (this is the main parking lot 

accessed from Kent Hill Road and adjacent to the side entrances of the Facility), 
➢ 18 vehicles along the south side of Kent Hill Road (adjacent to the Town Hall property 

line, i.e., the same side of the street as the Facility), 
➢ 14 vehicles at the Town Office parking lot, and 
➢ 28 vehicles in the mowed area on the west side of the Hall (this is the secondary parking 

lot accessed by driving through the main parking lot and around the back of the Facility). 
• For functions at which parking is likely to exceed the capacity of the graveled lot on the east side 

of the Facility (the main parking lot), the User must provide parking attendants and signage that 

safely directs drivers to initially park in the graveled lot (the main parking lot), then along Kent 

Hill Road, and finally the Town Office lot. The User must place cones along the side of the road 

opposite the Facility to indicate where parking is not allowed. The event’s parking attendant(s) 

must also safely direct traffic out of the parking areas at the conclusion of such events. 
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• Should parking demand exceed the capacity of the designated areas on the east side of the Hall 

(the main parking lot), Kent Hill Road, and the Town Office lot, the mowed area on the west 

side of the Facility (the secondary parking lot) shall be used as a parking area of last resort. 

• If the mowed area (the secondary parking lot) is to be used for parking, a parking attendant must 

be stationed at the southeast corner of the Facility (next to the accessible entrance) to direct 

vehicular and pedestrian movement. The User must place cones to reinforce parking in the 

approved areas of the secondary lot. The parking attendant(s) will also be responsible for guiding 

vehicles to the approved spaces within the secondary parking lot. 
• Friends will provide traffic control devices (vests, cones, wands). User will ensure that its 

employees, agents, contractors, licensees, guests, and invitees adhere to parking guidelines. 
• If anticipated attendance is more than 45 people, two or more parking attendants must be present. 

• Vehicles are not permitted anywhere other than in the designated parking spaces described 

within this agreement. Vehicles parked in non-designated areas or parked illegally are subject to 

towing at the vehicles owner’s and/or User’s expense. Due to the limited number of available 

parking spaces, User agrees to encourage event attendees to carpool whenever possible. 

7. SALE, POSSESSION, CONSUMPTION, AND USE OF ALCOHOLIC BEVERAGES  

The sale, possession, consumption, and use of alcoholic beverages in conjunction with the Event are 

permitted as contained herein; or not permitted as marked below: 

Permitted ☐   Not Permitted ☐  User acknowledgment (initials)                 

• User understands that the sale, possession, consumption, and use of alcoholic beverages in the 

Facility are subject to state and federal law. User understands that User is solely responsible for 

obtaining any liquor license or permit that is required by state and federal law. 

• User and/or User’s employees, agents, contractors, licensees, guests, and invitees shall not 

provide alcohol to persons under the age of 21 or to persons who are already intoxicated or who 

are apparently intoxicated. User and/or User’s employees, agents, contractors, licensees, guests, 

and invitees shall require proof of age of all persons prior to serving them with alcohol. 

• User acknowledges that the Friends does not condone the irresponsible use of alcoholic 

beverages. It shall be User’s sole responsibility to monitor the use of alcoholic beverages by 

User’s employees, agents, contractors, licensees, guests, and invitees. 

• Only licensed and pre-approved vendors will be permitted to sell alcohol at the Facility. 

• User also agrees to purchase insurance as detailed under section 12 of this agreement. 

• Users agrees to provide Friends with copies of any necessary licenses, permits, and certificates of 

insurance no later than five days prior to the event. 

8. VACATING FACILITY 

At the expiration of the above stated date and time, or upon the earlier termination of this Agreement, 

User will promptly and peaceably vacate the Facility and remove its employees, agents, contractors, 

licensees, guests, and invitees and their property from the Facility and conduct the cleaning activities 

specified in Section 5 (and elsewhere) in this Agreement so that the Facility is in the same condition as 

at the inception of the Event. 

• The User is responsible for cleaning the Facility (see Post Event Cleaning checklist) immediately 

after the event unless alternate arrangements are made with the Friends Event Coordinator. 
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• The User must remove from the Facility all items brought for events (props, clothing, furniture, 

decorations, et al) on the end date and time specified on Rental Application (unless special 

arrangements have been approved by the Friends). 

• Upon vacating the facility, USER will turn off all lights and ensure all entryways are locked and 

secured. 
• The Town Hall Events Coordinator will determine if the security deposit will be returned to the 

User and will notify the Friends’ Treasurer when the User is cleared for the deposit return. 

• The User will return the key to the Town Hall Events Coordinator as soon as cleaning is 

completed. 

9. INJURIES TO PERSONS AND LOSS OR DAMAGE TO PROPERTY 

The Friends, the Town of Calais, their officers, agents, and employees, are not liable for any injury to 

persons, or loss/damage to private property that occurs during the Event. User is financially responsible 

for any damage to the Facility or loss of property belonging to the Friends or the Town of Calais that 

occurs during the Event. 

10. USER FEES, CLEANING AND SECURITY DEPOSIT 

User will provide payment in the form of two separate checks or money orders as outlined below: 

• User will pay the Friends a rental/usage/administrative fee of $__________ at the time of signing 

this Agreement.  
• At the signing of this Agreement, User will also pay the Friends a cleaning and security deposit 

of $150.00 plus an additional security deposit of $300.00 if alcohol will be furnished, served, or 

consumed at the Event. The User’s cleaning and security deposit(s) will be subject to forfeiture if 

the Friends is not satisfied that the terms and conditions outlined item 11 below (and elsewhere 

in this document) have been met.  

11. RETURN OF CLEANING AND SECURITY DEPOSIT(S) 

Promptly after the Event, the Friends will inspect the Facility. If no damage has been caused to the 

Facility, and if cleaning activities specified in Section 5 (and elsewhere) within this Agreement have 

been conducted so that the Facility is in the same condition as at the inception of the Event, the Friends 

will return the cleaning and security deposit(s) to User by first class mail within seven business days. If 

damage has been caused to the Facility, or cleaning activities specified in Section 5 of the Agreement 

have not been carried out, Friends may retain all or a portion of the cleaning and security deposit(s) and 

give written notice to User specifying the amount retained and the reason(s) therefore. In addition to 

retaining the cleaning and security deposit(s), the Friends may pursue any additional remedies 

authorized by law to recover its damages or losses. 

 

12. INSURANCE  

User provided insurance may be required for some specialized activities and will be reviewed on a case-

by-case basis by the Friends. In all cases where User provided insurance is required, User will provide 

Friends with a certificate of insurance no later than 5 days prior to the event. 
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In addition to the above, if alcohol will be furnished, served, or consumed at the Event, User agrees to 

the following additional provisions: 

• User will procure and maintain, at its sole cost and expense, liquor liability insurance in which 

the Friends is an additional insured with combined single limit coverage of $1,000,000 per 

occurrence and $1,000,000 in the aggregate. User will furnish the Friends with a certificate of 

such insurance no later than 5 days prior to the event. 
• If User will contract with a caterer or other third party to furnish or serve alcohol at the Event, 

such caterer or third party shall procure and maintain, at its sole cost and expense, 

comprehensive general liability insurance with combined single limit coverage of $1,000,000 per 

occurrence and $2,000,000 in the aggregate, and liquor liability insurance with combined single 

limit coverage of $1,000,000 per occurrence and $2,000,000 in the aggregate. Friends and User 

shall both be named as additional insureds. User will furnish the Friends with a certificate of 

such insurance no later than 5 days prior to the Event.  
• Host liquor liability coverage may be substituted when alcohol is consumed and not sold at the 

Facility with the prior written approval of the Friends. The Friends shall be named as an 

additional insured on the host liquor liability insurance. 

13. INDEMNIFICATION AND HOLD-HARMLESS 

User agrees to indemnify and hold the Town of Calais, the Friends of the Calais Town Hall, their 

officers, agents, and employees, harmless from any loss or liability which may result from claims of 

injury to persons or property from any cause arising out of or during the use and occupancy of the 

Facility by User and User’s employees, agents, contractors, licensees, guests, and invitees. 

14. CANCELLATION 

The User fee will not be refunded if notice of cancellation is received by the Town Hall Events 

Coordinator less than 72 hours (three days) before the Event. The cleaning and security deposit(s) will 

be refunded if the Facility is not used. In the event of a power outage or other event that may render the 

Facility unusable, the User’s rental fees, cleaning and security deposit(s) will be refunded. Friends' 

liability for the cancellation of an event shall be limited to the return of the User’s rental fees, and 

deposits. 

15. RIGHT OF ENTRY AND TERMINATION 

The Friends, its officers, agents, and employees shall have the right to enter the Facility at any time 

before, after, and during the Event to confirm User’s conformance to this Agreement. If the Friends 

determines, in its sole judgment, that User has breached a term of this Agreement, the Friends shall have 

the right to immediately terminate this Agreement prior to the expiration of its term without any refund 

to User. 

16. CONFORMANCE WITH THE LAW 

User agrees that User will abide by and conduct its affairs in accordance with the “Calais Town Hall 

Usage Policy” and all Municipal, State, and Federal laws, rules, regulations, and ordinances, including 

those relating to alcohol consumption and noise. User shall not engage in or allow any illegal activity to 

occur at the Facility during the contracted period for its entry and use. 

If the Sheriff or Town Constable is called to resolve complaints or address violations, User will be 

subject to a fee of $500.00 and any additional fees associated with the cost of enforcement. 
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17. ENTIRE AGREEMENT 

This Calais Town Hall Rental Agreement, together with any exhibits or addenda annexed hereto, is the 

sole and complete expression of the parties’ intent with respect to the subject matter hereof. This 

Agreement may be amended or modified only by a writing countersigned by authorized representatives 

of each party. 

The Town of Calais and the Friends reserves the right to deny any application for use, request proof of 

insurance, or require police coverage for any event. 

I,                                                                       (printed name of User), acting on my own behalf and 

acting on behalf of                                                                       (name of organization, if applicable), 

being fully authorized to do so, hereby waive and release all claims against the Town of Calais and the 

Friends of the Calais Town Hall together with their various departments, employees, officers, elected 

officials, agents, and any and all other persons or entities acting on their behalf, from any and all actions 

of any nature whatsoever asserting any injury, accident, harm, loss, damage, or cost arising in 

connection with the use of any facilities pursuant to this Agreement, and further undertake to defend and 

indemnify all of the aforesaid parties against any and all such claims and forever hold them harmless 

from the same. I also certify that I have read this form and that all information stated herein, 

including any information on the “Calais Town Hall Usage Policy,” the “General Terms and 

Conditions of Calais Town Hall Rental” appended hereto, is true to the best of my knowledge, 

information, and belief. 

         Date:  _______________ 

Signature of User: ____________________________________________________________ 

Printed Name of User:  ________________________________________________________ 

Mailing address of User: _______________________________________________________ 

                                        _______________________________________________________ 

Daytime Phone:                                                Email:  ___________________________ 

APPROVED BY       Date:                                 

________________________________________________________________ 

Signature of duly authorized Agent of the Friends of the Calais Town Hall 

________________________________________________________________ 

Printed name of duly authorized Agent of the Friends of the Calais Town Hall 


